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RULE 1- DEFINITIONS

Thefollowing words and phrases when used in these Rules have the following meanings
unless otherwise clearly indicated in the context:

Allocation means the assgnment of a position to a class on the basis of the kind, difficulty,
and respongbility of work of the position.

Appointment means the designation to a position in the classified service of a person who
has qudified for the gppointment through appropriate examination or determination of fitness.

Board means the Personnd Policy Board.

Certification meansthe referrd of the names of qudified prospective employees by the
Personnel Officer on request of the appointing officer for selection to aposition in the classified
service.

Chief deputy means an individua who serves asfirgt assstant to, and at the pleasure of an
dected officid.

Class means agroup of postions which are sufficiently smilar in kind or subject matter of
work performed, level of difficulty and responsbility, and quaification requirements to warrant
amilar treetment in personnel and pay adminidtration, and the same tests of fitness may be
gpplied to each pogtion in the group.

Class description means the written description of a classincluding title, satements of the
duties and respongihilities, and the minimum requirements of education and experience
gppropriate upon entrance for satisfactory performance in a position of the class.

Classtitle meansthe officid title used in the County pay plan.

Classified service shdl comprisedl positions not specificaly included in the unclassified
service.

Continuous examinations are open to al competitors who meet the qudifications of the
examinaion announcement. The examination is administered on a continuing basis, and digibles
are placed on the basis of their find score regardless of the examination date.

County means Lancaster County.
County Board means the County Board of Commissioners of Lancaster County.

Date of employment means the date on which an employee begins service with the
County. If anindividud is reemployed, only the date of his current employment shdl serve as
the officid date of employment for al personnd transactions, except as otherwise provided in
these Rules. This section shdl in no way affect those employees who have been given credit for
interrupted service prior to the adoption of these Rules, nor those who qualify otherwise under
the section rdating to layoff.

Demotion means a change in the rank of an employee from apostionin oneclassto a
position in another class having alower pay grade.

Department Head means an dected officid or an appointed officid serving a the

pleasure of the County Board to administer one of the mgor departments of county government
and authorized by the County Board or by state statute to make gppointments.
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Deputy isaworking title for one or more individuals S0 designated by an dected officid.

Disadvantaged per son means an individua who is apoor person as defined by the U.S.
Department of Labor who does not have suitable employment and who is either (1) a school
dropout, (2) amember of aminority group, (3) under 22 years of age, (4) 40 years of age or
over, or (5) isdisabled.

Dismissal means the termination of employment of an employee for cause.

Elected official means a person elected by the popular vote of the people to serve asthe
adminigrator of amgor County function. These eected officids are the County Attorney,
Public Defender, County Sheriff, County Treasurer, Clerk of the District Court, Register of
Deeds, County Clerk, County Assessor, and the County Engineer.

Eligibility date is the employegs anniversary date; the date in which the employee
receives higher annua performance evauation and potentia merit increase. 1n most
circumgtances, the digibility date is the date the employee obtains status in a classfied position.

Eligible means a person whose name is on an active recdl, promotion or eigible list and
who may, under these Rules, be certified for gppointment to a pogtion in the classified service.

Eligible list means alist of persons arranged in descending order of their ratings on
examinations for classes of pogtions and to which they are quaified for gppointment.

Emergency appointment means an gppointment without regard to the examination
requirements of these Rules to a position by reason of a governmental emergency recognized
by the Personnd Officer, which appointment is not to exceed thirty (30) working daysin
duration and is nonrenewable.

Exempt means an employee who is not digible for overtime pay as defined in the Fair
Labor Standards Act.

Full-time employment means employment in a position which does not normally require
less than forty (40) hours work per week or eighty (80) hours every two weeks.
(Revised 6/00)

L ayoff means the separation of an employee from the classified service which has been
made necessary by lack of work or funds or other reasons not related to fault, delinquency, or
misconduct on the part of the employee.

L eave of absence means an gpproved period of time during which the employee is not
physicdly present for work.

Minimum qualifications means the requirements of training and experience, and other
quadifications to be measured by any combination of written, ord, or performance examinations,
as prescribed for a given class in the County pay plan.

Nonexempt means an employee who is digible for overtime pay as defined in the Fair
Labor Standards Act.

On-call employee means an employee who is employed on an irregular or occasiond
basis and paid only for actud hours worked.

Part-time employment means employment in a podition which normaly requires less than
forty (40) hours work per week.



Pay grade means the dpha and/or numerica designation assigned to a classin the County
pay plan.

Pay period means atwo week period of time beginning on Thursday at 0001:00 and
ending two weeks later on Wednesday at 2359:00.

Pay status meansthe digibility of an employee to recelve hisregular rate of pay as
determined in these Rules.

Per sonnel Officer means the employee designated by the County Board to administer
these Rules.

Position description means acollection of duties and responghilities assgned by the
gppointing authority to be performed by one individua (whether part-time, full-time, on-call or
temporary).

Probationary employee means an employee who has not completed his entrance
probationary period after origina appointment.

Probationary period meansthe first designated months of service following appointment
to any position in the classified service, an examination period during which the employee can
be removed by the Department Head without right to gpped or hearing if hiswork
performance does not meet required standards.

Promotion means a change in rank of an employee from a position of one classto a
position of another class having a higher pay grade.

Qualifying for status period means the sx months following gopointment to a
promotiond position, as distinguished from a redlocation.

Reallocation means the assgnment of a position to a class different from the one to which
it was previoudy assgned.

Recall list meansthe separate list of names of employees with status who have been laid
off through no fault of their own because of lack of funds or work, curtailment of program, or
abolishment of organization unit and who have made written request for recall; or the names of
persons placed on the ligt &t the discretion of the Personnd Officer in accordance with the
provisons of these Rules.

Reprimand means aformd written notice to an employee informing him of the specific
manner in which his conduct or work performance does not meet prescribed standards.

Resignation means the termination of employment of an employee made at the discretion
of the employee.

Seasonal appointment means an gppointment to a position which, athough temporary in
duration, coincides with a particular season or seasons of the year and may recur regularly from
year to year.

Status employee means an employee who after satisfactory completion of the
probationary period acquires tenure with dl the rights and privileges of an employee in the
classfied service.

Supervisor as distinguished from lead workers or crew leaders, means any person
responsible to a superior for directing the work of others.



Suspension means aforced leave of absence without pay for disciplinary purposes.

Temporary appointment means an appointment to a position created for a defined period
of time not to exceed one (1) yesar.

Transfer means the movement of an employee from one position to another position of the
same class or of another class having the same maximum pay rate, involving the performance of
gmilar duties, and requiring essentidly the same basic qudifications

Unclassified position means a postion which has been specificaly excluded from the
classfied service by Rule 3 of these Rules.

Work cycle for employees not covered by a contract, pursuant to the Fair Labor
Standards Act referencing hospitals and nursing facilities, shall consist of atwo week period
generdly aigned with the pay period and congisting of fourteen (14) consecutive twenty-four
hour periods. Thework period may incorporate eight, ten or twelve hour shifts.

(Created 6/00)

Work week means the one week period of time beginning on Thursday a 0000:01 and
ending the following Wednesday at 2400:00. (Revised 6/00)



RULE 2 - GENERAL PROVISIONS

2.1 Purpose (Revised 9/01)

@ These Rules gpply to those County employees who are members of the classfied
service as defined by the Nebraska State Legidature, Neb.Rev.Stat. 8823-2517 et seq. The
purpose of these Rulesisto implement and give effect to the intent and requirements of the
Legidature to establish a system of personnel administration based on merit principles and
professonal methods governing the recruitment, examination, appointment, training, promotion,
trandfer, layoff, removd, discipline, and wefare of employees and other incidents of
employment with the County. “See Appendix A

(b) Employees subject to certified Collective Bargaining Agreements are not covered
by these Rules to the extent that wages, hours of work and other terms and conditions of
employment are provided for by the bargaining unit's Collective Bargaining Agreemen.
However, where the Collective Bargaining Agreement is silent, these Rules will gpply to
represented classified employees provided the Rules are not otherwise inconsistent with the
terms and conditions of the Callective Bargaining Agreement.

(© All references to employees in these Rules designate both sexes and wherever the
ma e gender is used, it shal be congdered to include mae and femae employees, unlessthe
context otherwise requires.

(d) These Rules shdl not be congtrued as limiting in any way the power and authority
of any Department Head to make rules and regulations governing the conduct of departmental
employees and the performance of departmental functions provided that such departmental
rules and regulations shdl be consstent with and limited by the provisions of these Rules.
Departmenta rules and regulations shal be subject to the approva of the Personnd Officer,
who shdl ensure they are in conformity with these Rules and shdl be published in written form
with copies submitted to the Board. Such rules and regulations, when gpproved and published
as herein provided, shal have the force and effect of rules and regulations of that department,
and disciplinary actions may be based upon the breach of any such rules and regulations.

(e The County reserves the authority to modify, revoke, interpret, or terminate any or
al of the rules and regulations specified in these Rules, in whole or in part, a any time, with or
without notice. The provisions of these Rules are not intended and do not create an express or
implied contract of employment between the County and its employees.

2.2 Certification of Payrolls

Prior to the payment of any sdlary, wage, or other compensation for personnel services, the
Personnd Officer shdl certify that each person named on the payroll has been employed in
accordance with the gppointment and classification procedures of these Rules and that the
sdary ratesfor al postions are those authorized by the County pay plan.

2.3 Unlawful ActsProhibited (Revised 9/01)

@ No person shdl willfully or corruptly make any fdse statement, certificate, mark,
rating or report in regard to any test, certification, or gppointment held or made, or in any
manner commit or attempt to commit any fraud preventing the impartid execution of such
personnd provisions of these Rules.

(b) No person seeking gppointment to, or promotion in, the classfied service shall
ether directly or indirectly give, promise to render, or pay any money, service, or other
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vauable thing to any person for, or on account of, or in connection with, his test, gppointment,
promotion, or proposed promotion unless such payment is made to an existing legitimate
placement business.

(© No employee shdl receive either directly or indirectly any money, service, or other
va uable thing from any person seeking gppointment to, or promotion in, the classfied service.

(d) No employee of the Personnel Department or any other person shall defest,
deceive, or obgtruct any person in hisright to examinations, digibility, certification, or
gppointment under these Rules, or furnish to any person any specid or secret information for
the purpose of affecting the rights or prospects of any person with respect to employment in the
classfied service.

(e Employees in the dassified service are prohibited from using their officid authority
or influence for the purpose of interfering with or affecting the result of an eection or a
nomination for office and may not directly or indirectly coerce, attempt to coerce, command, or
advise anyone to pay, lend, or contribute anything of vaue to a party, committee, organization,

agency, or person for political purposes.
2.4 Cooperation with Other Merit Systems

The Personnd Officer may cooperate with the governmenta agencies of other jurisdictions
whose merit systems operate in conformity with standards comparable to those contained in
these Rules. The Personnd Officer may announce and administer joint examinations and
edablish joint lists from which digibles shall be certified for appointment in accordance with the
provisons of these Rules.

25 Equal Opportunity and Affirmative Action Programs (Revised 9/01)

Equa opportunity in employment shal be provided to adl persons. The Personnd
Officer shdl develop and maintain an affirmetive action plan which supports equa opportunity
in recruitment and sdection, job structure, promotion palicies, training to improve job
performance and upward mobility, and all other related personnd procedures and practices.

(b) Discrimination againgt any person in recruitment, examination, sdection,
gppointment, rate of pay, promotion and trandfer, retention, daily working conditions, testing
and training, awards, compensation and benefits, disciplinary measures, or any other aspect of
employment or personnel administration because of race, color, religion, sex, disability, nationd
origin, age, maritd status, politica opinions or affiliations or other unlawful basisis prohibited.
Discrimination on the basis of age, sex or disability is prohibited except where specific age, sex,
or physica requirements congtitute a bona fide occupationa qudification necessary for proper
and efficient adminigtration.

(© Retdiation, intimidation, coercion, or harassment againg any applicant for
employment or employee who may file a grievance under these Rules and/or who may filea
grievance in accordance with exigting rights of gpped to appropriate governmenta authoritiesis
prohibited.

2.6 Delegation of Authority
For the purpose of administration of these Rules, Department Heads may delegate thelr

authority to subordinates, and the Personnd Officer shdl be informed in writing of such
delegation.



2.7 Personne Policy Bulletins (Created 9/01)

From time to time the County may adopt Personndl Policy Bulletins governing the conduct
of employees and/or the performance of departmental functions provided that such policies shal
be congstent with and limited by the provisons of these Rules and any applicable Collective
Bargaining Agreement. Such Personnd Policy Bulletins shal be incorporated herein and shdll
have the force and effect of these Rules.

2.8 Availability of These Rules (Created 9/01)

Each employee has the right to examine these Rules. Each department and the City-
County Personnel Office has a copy of these Rules available for examination by the employees.
In addition, a copy of these Rulesis available on the City-County Interlinc webdste at
www.ci.lincoln.ne.us.



RULE 3- CLASSIFIED SERVICE AND
EXCEPTIONS THEREFROM

The dassified service shal comprise dl positions not included in the unclassified service,
The undassfied service includes:

@ County officers elected by popular vote, and persons gppointed to fill vacanciesin
such dective offices.

(b) The Personnd Officer and Adminisirative Assstant to the County Board.

(©) Balliffs

(d) Department Heads and one (1) principa assistant or chief deputy for each County
department. When more than one principa assstant or chief deputy is mandated by law, dl
such positions shdl be in the unclassfied service.

(e Members of Boards and Commissions gppointed by the County Board.

Persons employed in a professond or scientific capacity to make or conduct a
temporary and specid investigation or examination on behdf of the County Board.

9 County Attorneys and Public Defenders.
(h Physicians.
0) Deputy Sheriffs



RULE 4 - PERSONNEL POLICY BOARD

4.1 Meetingsand Procedures

The Board shall meet at least quarterly and, based upon the recommendations of the
Personnd Officer, shdl determine the frequency, day, and place of its meetingsin order to best
carry out the respongbilities entrusted to it.

4.2 Organization

The Board, as gppointed and organized in accordance with the provisions of state law,
shall not be bound by any rules of order, evidence, or procedure in its meetings, hearings, or
investigations, except such as it may itsdf establish, or is otherwise outlined in these Rules.

4.3 Powersand Duties

The Personnel Policy Board shall have the powers and duties assigned to it by statute and
by these Rules.

44 Quorum

Four (4) members of the Board shall condtitute a quorum for the transaction of business
and three (3) affirmative votes shdl be required for find action on any matter acted upon by the
Board.

45 Removal of Members

The County Board may remove any member of the Board for neglect of duty or
misconduct in office after firgt giving the member a copy of the reasons for remova and
providing for the member to be heard publicly before the County Board and e ected
Department Heads. A copy of the charges and a transcript of the record of the hearing shdl be
filed with the County Clerk.

46 Minutes

The Personnd Officer or his authorized representative shall atend dl meetings of the
Board, act asits secretary, and record its officia actionsin the minutes. The minutes shall
include the following: the time and place of each meeting of the Board; names of the Board
members present; al officid acts of the Board; the votes of each Board member, except when
the acts are unanimous; and, when requested, a Board member's dissent with hisreasons. The
Personnd Officer shal cause the minutes to be transcribed and presented for approval or
amendment at the next regular meeting. The minutes covering forma action of the Board, or a
true copy thereof certified by amgority of the Board, shdl be open to public ingpection.

4.7 Hearings

Responsibility of the Board: When an employee shdl file an apped or grievance
before the Board, it shall be the duty of the Board to ascertain to the best of its ability the facts
of the case and, after weighing dl available evidence, to report its findings and decison for such
disposition as the Board may deem appropriate and to report its decison to dl parties affected.

(b) Date of Hearing: A hearing shdl be held within thirty (30) working days after
receipt of said gpped or grievance, and a such time and place as shall be fixed by the



Chairperson of the Board. The hearing date may be continued if the parties mutually agreeto a
continuance or the Board does not have a quorum.

(© Notice of Hearing: The Personnel Officer shdl give the appelant or grievant and
the Department Head prompt notice of the time and place set for the public hearing. The notice
shdl be given at least five (5) working days prior to the hearing. In the case of the appelant or
grievant, the notice shdl be by certified mail, addressed to him at hislast known address, as
shown by the employee's personnel file, with areturn receipt requested unless such notice is
waived in writing.

(d) The Board Shall Have Accessto Pertinent Datac In order to dischargeits function
properly in regard to review, the Board members shdl have access to any County files,
correspondence, memoranda, etc., which they fed might be pertinent to the case unless cause
is shown why such files should not be provided a such ahearing. The Board shdl have the
right to question any officer or employee of the County whom they fed may be able to shed
light on the circumstances involving the action in question. No officer or employee shdl be
subjected to disciplinary action as aresult of testimony given.

(e Witnesses: The Board shdl have the authority, ether upon its own initigtive or
upon gpplication of any party, to compe any County employee to appear before it for the
purpose of giving testimony or otherwise providing relevant evidence. The procedure for
compelling the attendance of a County employee before the Board shal be as follows:

D If attendance of a County employee before the Board is sought by one of
the parties, that party shall, not less than five (5) working days prior to the date of the meeting
at which the employee's attendance is sought, submit to the Board, through the Personnel
Officer, awritten request to compd the atendance of the witness or witnesses. The party shall
aso send copies of such request to the opposing party or their attorney.

2 Such request shdl include, for each employee whose atendance is sought,
the following information: the name of the employee; the Department in which the employee
works, the reason or reasons the employee's presence is being sought; the generd subject
matter on which the employee is expected to offer evidence; a summary of the testimony, if any,
which the employee is expected to give; the substance of any other evidence the employeeis
expected to give; the date and approximate time at which the employee's attendance is
necessary; the gpproximate amount of time that the employee will need to be present; and any
other information pertinent to the request.

3 Following receipt thereof, any other party may respond to a request to
compel the attendance of a County employee before the Board, and may supplement their
witness list. Any such response shdl be in writing and shdl be received by the Personnel
Officer not later than the close of business on the second working day after the origina request
wasfiled. Copies of any such responses shall aso be served upon dl the parties.

4 The parties and Department Heads shdl cooperate in order to minimize the
amount of time an employee will be required to spend away from his duties as aresult of being
compelled to appear before the Board.

(5) As s00n as the necessary arrangements have been made the Department
Head shdl notify al affected employees and order them to appear accordingly. Any employee
who fails to comply with any such order without adequate excuse shdl be subject to forma
discipline pursuant to the provisons of Rule 11.

(6) In the event that an employee fails to comply with an order to appear
before the Board, the Board, pursuant to the provisons of Nes.Rev.STAT. 23-2522(6), shall
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immediately issue and cause to be served on the employee a subpoena directing the employee
to appear before the Board to give evidence at a date and time to be specified by the Board.

@) All time spent by an employee, compelled to gppear by ether party, ina
hearing before the Board pursuant to this Rule shall be considered time spent in performance of
the employee's duties, and the employee shdl be compensated accordingly by the County.

(f) Scope of the Board's Review: Initsreview of an employee gpped, the Board shdl limit
itself to the question of the appropriateness of the action and related matters, and to the
following:

(1) Review of Distiplinary Action Appeds: Initsreview of adisciplinary action,
the Board shdl limit itsdf to the following questions (1) whether the employee committed the
transgresson(s) charged; (2) whether the discipline imposed for the transgression(s) is
authorized under the provisons of these Rules or the rlevant union contract; and (3) whether
the Department Head, in imposing the discipline, considered any mitigating factors which may
have existed in connection with the transgresson(s).

In such cases, the Board shdl affirm the action of the Department Head unlessit is clearly
edtablished by evidence in the record that: (1) the employee did not commit the transgression(s)
charged; or (2) the discipline imposed was not authorized under the provisions of these Rules or
the rlevant union contract; or (3) the Department Head, in imposing the discipline, failed to
take into consderation any mitigating factors which may have existed in connection with the
transgression(s).

(2) Review of Grievance: Initsreview of the Department Head's answer to the
employees grievance, the Board shdl limit itsdf to interpretation of the rlevant Rules and/or
the relevant union contract cited in the grievance, and the facts which are the basis for the
grievance.

g Hearings to be Informal: Hearings shdl be conducted in an informa manner with
every effort made by the Board to avoid the appearance of conducting atrid asin acourt of
law.

(h) Adjournments. Hearings on gppedls or grievances may be adjourned prior to
completion of the hearing only upon good cause shown and/or by agreement of the parties.

() Failureto Appear: In the event that the gppdlant or grievant shdl fail to appear in
person or by counsd at the time and place set for hearing, the appellant or grievant shdl be
presumed to have waived his right to further hearing, and the Board shdl dismiss the apped or
grievance. The Personne Officer shdl inform the party of such dismissa and hisright to
request his hearing be rescheduled. The Board may reschedul e the hearing upon written
presentation, by appellant or grievant or counsel, of evidence of extenuating circumstances
which prevented the appearance of appdlant or grievant and/or counsd. Such evidence shall
be in writing and served upon the Board, through the Personnd Officer, within ten (10)
cdendar days of the meeting in which the gppellant or grievant failed to appear.

()] Representation: Appellant or grievant may, at his election, be represented by
counsd.

(K) Conduct of Hearings: Hearings before the Board shdl be public and shdl be
conducted in an orderly manner with aview to the presentation of dl materid facts so that afair
and impartid decison may be made. The Chairperson of the Board shdl have full authority at
al timesto maintain orderly procedure and to rgect irrdevant matters and limit the hearings to
relevant facts.
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RULE 5- APPLICATION AND EXAMINATION PROCESS

5.1 Noticesof Examinations

@ Origind appointment to the classified service shal be conducted on an
open-competitive bass. The Personnd Officer shdl give public notice of dl origind
gppointment examinations and shal make every reasonable effort to attract qudified personsto
compete in the examinations. For those classesin which there is expected to be a consderable
and recurring need for digibles, the Personnd Officer shdl establish a continuous recruitment
program which shall be both positive and continuous. Under such programs, gpplications may
be accepted a any time, and examinations held whenever and wherever the Personnel Officer
deemsit desirable for the service. Notice of examination shall be posted and shdl be
distributed through such media as the Personnel Officer may determine best suited to the
dissemination of information to qudified gpplicants for the postionsin question. The public
notice examination shal specify: thetitle and sdary of the class of position; typica dutiesto be
performed; the minimum qudifications required; and dl other pertinent information and
requirements. The public notice shall include the statement "an Equa Opportunity Employer.”
In the event a sufficient number of qudified gpplicants has not made application for an
examination, the Personnel Officer may postpone, with the concurrence of the Department
Head affected thereby, the ladt filing date of examinations.

(b) Examinations may be limited to probationary and status employeesin the classfied
service or within a sngle department where the Personnd Officer, after consultation with the
Department Head concerned, determines that there are a sufficient number of qudified
candidates within the classfied service to provide competition. The Personnel Officer shdl
make digtribution and post notice of such examination. This notice shdl specify that information
st forth in Rule 5.1(a).

52 Minimum Qualificationsfor Filing

Open-competitive examinations shal be open to al gpplicants, shdl be prepared by or
obtained under the direction of the Personnd Officer, and shall include present standards or
requirements regarding training, experience, minimum age, physica condition, and such other
factors as may be held to rate to the ability of the candidate to perform with reasonable
efficiency the duties of the posdition. Any applicant or present employee taking awritten
entrance examination for any pogtion with the County and who fails to make a passing grade is
eigible to retake the examination after six (6) months following the origind date of taking the
written examination.

5.3 Filing Applications

@ All applications shal be made on forms provided by the Personnd Officer and
must be filed with the Personnel Officer on or prior to the closing date specified in the
announcement, or postmarked before midnight of that date. For those classes for which there
isto be continuous recruitment, a statement shal be included in the announcement to the effect
that applications will be received until further notice. Such gpplications may require information
concerning education, experience, references, and other pertinent information. All applicetions
shdl be sgned, and the truth of the statements contained therein certified by such signatures.
Applicants must meet the minimum qudifications specified in announcements as to training and
experience, but in no case shall admittance to the examination condtitute assurance of apassng
grade in the evaduation of training and experience if the same is a part of the examination.

(b) It shdl be the respongibility of applicants to notify the Personnel Department in
writing of any changein address or other change affecting avallability for employment.
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However, the Personnd Officer may use any methods to determine at any time the availability
of gpplicants.

5.4 Disqualification of Applicants

The Personne Officer may refuse to certify an digible on aligt, remove a name from an
eigiblelist or consult with the Department Head in taking steps to remove such person aready
gopointed if:

@ It isfound that the person does not meet any one of the preliminary requirements
edtablished for the examination for the class of postions.

(b) The person is proven to be addicted to the continuous and habitua use of
controlled substances or intoxicating liquors without evidence of rehabilitation that is satisfactory
to the Personnel Officer and the Department Head.

(© The person has made a fd se statement of materid fact in the application process.

(d) The person has used or attempted to use politica pressure or bribery to secure an
advantage in the examination.

(e The person has directly or indirectly obtained information regarding the
examination to which, as an applicant, he or she was not entitled.

® The person has failed to submit an gpplication correctly or within the prescribed
timelimits

9 The person has taken part in the compilation, administration, or correction of the
examinaion for which heis an applicant.

(h) The person has previoudy been dismissed from a position in the County service for
cause or has resigned while charges for dismissa for cause were pending.

(0] The person has been convicted of afelony or misdemeanor relating to the
responghility of his pogtion.

()] The person has otherwise willfully violated the provisons of these Rules or the
Departmenta Rules previoudy approved by the Personnd Officer.

(K) The person is not sixteen (16) years of age or older. Exceptions on
recommendation of the Department Head may be made for certain part-time, temporary, or
seasond positions to a minimum of fourteen (14) years of age.

()] The person has established an unsatisfactory employment or personnd record as
evidenced by reference check of such nature as to demongtrate unsuitability for employment.

(m)  Or for such other reasons considered by the Personnd Officer that employment of
such individua would be detrimenta to the best interests of the County.

55 Character of Examinations

( Examinations shdl be practicd in nature and job related, constructed to reved the
capacity of the candidate for the particular class of pogtions for which he is competing, and
shdll be rated impartidly. Examinations may be assembled or unassembled, and may include
written, ord, physca or performable tests, or any combination of these. They may take into
congderation such factors as education, aptitude, knowledge, character, persondlity, or
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physica fitness as determined by physical and/or medical examination or any other
qudifications or attributes which in the judgment of the Personnd Officer enter into the
determination of the relative fitness of gpplicants.

(b) For postions involving unskilled |abor, attendant or custodia work, when the
character or conditions of employment make it impracticable to supply the needs of the service
by appointments made in accordance with the procedures prescribed above, the Personnel
Officer may adopt or authorize the use of such other procedures as he determinesto be
gopropriate in order to meet the needs of the service while assuring the selection of such
employees on the bas's of merit and fithess. Examinations so given shal conform with and
utilize such methods, forms, and techniques as the Personnel Officer may require.

5.6 Rating Examinations

@ In any examination, the minimum rating or standing through which digibility on alist
may be earned shall be determined by the Personnel Officer. Such find rating shal be based
upon aweighted average of the various parts of the total examination. All gpplicants for the
same class of pogition shdl be accorded uniform and equd treatment in al phases of the rating
procedure. A minimum passing score may gpply to the rating of any part of the examination.
Candidates may be required to attain at least a minimum score on each part of the examination
in order to receive a passing grade or to be rated on the remaining parts of the examination.

(b) When the rating of training and experience forms apart or dl of the examination,
the Personnd Officer shdl determine a procedure for the evauation of the training and
experience qudifications of the applicants. The formula used in gppraisal shdl give due regard
to quantity of experience and the pertinency of the training.

(© Prior to certification to the digible list, the Personnd Officer may conduct such
investigations of the candidates education record and work history as is deemed necessary.

5.7 Seniority Credit (Revised 8/00)

To thetotd rating score on apromotiond evaluation, .75 points for each year of
continuous County service shdl be added.

5.8 Veteran'sPreference

The Personnd Officer shdl grant veteran's preference to dl gpplicants who are otherwise
eligible for County employment and who request such preference on their applicetions. In
order to receive preference, the veteran must submit a copy of his discharge papers and, for
disability credit, proof from the United States Veterans Adminigtration that the disgbility isat
least ten (10) percent. To the passing score of veteran candidates, ten (10) points shal be
added to a disabled veteran and five (5) to dl other veterans.

59 Notice of Examination Results

Each competitor shdl be natified of hisfind status as soon asthe rating of the examination
has been completed and the digible list established. Eligibles shal be entitled to information
concerning their relative position on the list upon request and presentation of proper
identification.
5.10 Appeal from Examination Rating

@ An gpplicant, who is a satus employee and who has taken an examination may
gpped to the Personnd Officer for areview of hisrating in any part of such examination to
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assure that uniform rating procedures have been gpplied equally and fairly. If dissatisfied with
the review, arequest may be filed with the Personnd Policy Board for an opinion.

(b) Any applicant, other than a status employee, who has taken an examination may
apped to the Personne Officer for areview of hisrating in any part of such examination to
assure that uniform rating procedures have been gpplied equally and fairly.

511 Adjustment of Errors

Candidates may review the results of their examination and any documents related to their
examination process, during the ten (10) working day period after receipt of their examination
results. An clerica error in the rating of an examination, if caled to attention of the Personndl
Officer within the ten (10) working days after receipt by the applicant of the notice of
examination results, shal be corrected by the Personnel Officer; provided, however, that such
correction shal not invdidate any certification and gppointment previoudy made. If a
certification has been made on which the gpplicant would have been included had there been no
error, his name should be included on the certificate providing a selection from the certificate
has not been made, or on the next certification regardless of rank.

512 Application And Examination Records

@ The Personnd Officer shal be responsible for the maintenance of al records
pertinent to the examination process.

(b) The gpplication and examining materids of al gpplicants shdl remain on file for a

period of at least two (2) years and may, at the direction of the Personnel Officer be destroyed
at the end of two (2) years or in accordance with federa guidelines.
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RULE 6- ELIGIBLELISTS

6.1 Maintenanceof EligibleLLists

The Personnd Officer shal be responsible for the establishment and maintenance of
aopropriate eigible ligsfor dl postionsin the classfied service,

6.2 Request for Certification of Eligibles

@ Tofill avacancy by an open-compstitive examination, the Department Head shall
submit arequest for certification to the Personnel Officer upon forms prescribed by him. The
requisition may be for one (1) or more positionswithin aclass. The Department Head shall
make such request as far in advance as possible of the date the employee is to begin work.

(b) The life of a certification from which an gppointment can be made shdl normaly be
sxty days from the date of issue and may be extended or reduced at the discretion of the
Personne Officer.

6.3 Open-Competitive Eligible Lists

After each open-competitive examination, the Personnd Officer shal certify and submit in
writing to the Department Head a list of persons who are best qudified and digible for the
position. Certification of digibles for gppointment to vacancies shdl be in accordance with a
formulawhich limits sdection by the hiring department from among the highest ranking available
and digible candidates.

6.4 Useof Related EligibleLists

If avacancy exigsin aclass of pogtions for which there is no gppropriate digible ligt, the
Personnel Officer may prepare an digible ligt for the class from one or more existing related
digibleligs. The Personnd Officer shdl sdect digible ligts from smilar classes for which the
minimum qualifications are comparable to or higher than those required for the classin which
the vacancy exists. The Personnd Officer may, if gppropriate, re-rate training and experience
on the basis of the minimum qudifications required for the dlass in which the vacancy exigts.

6.5 Selection of New Employees

@ In making appointments from the open-competitive list, the Department Head shdll
select from the certified list of digibles, exclusve of the names of those persons:

(1) who decline appointment or request that they not be considered for
appointment;

(2) whofail to reply within a specified period of the written request of the
Department Head for an interview, or fail to appear for an interview which they have arranged
with the Department Head;

(3) who accept an gppointment and fail to present themsdves for duty at thetime
and place agreed to without giving reasons for the delay satisfactory to the Department Heed;
or

(4) to whom the Department Head offers an objection in writing based on Rule
5.4, or 6.10, and which objection is sustained by the Personne Officer.
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(b) The certtified digible list may have five (5) names of digiblesif avalable, in the case
of one (1) vacancy with two (2) additional names for each additiond vacancy, plus the names
of dl individuals who have the same whole number ranking as the individua ranking lowest on
the certificate.

(© The fina selection by the Department Head shdl be reported to the Personnel
Officer. At the sametime, the Department Head shdl indicate the disposition of the other
names listed and shdl forward to the Personne Officer for permanent record evidence of the
nonavailability of any digible passed over for that reason.

(d) If, in the exercise of his choice, the Department Head passes over the name of an
eigible on alist in connection with two (2) separate appointments which he has made from the
lists, written request may be made of the Personnel Officer that the name of such digible be
omitted from any subsequent certifications from the same list to the same Department Heed. If
the Personnd Officer sustains such request, the name of such digible shall thereafter not be
certified to that Department Head from that list for other vacanciesin that class of postions.

6.6 Recall List

Any employee with status who has been laid off shdl be entitled to have his name placed
on arecdl lig for the class of position from which laid off, provided he so requests in writing.
The order in which such names are arranged on each recal list shal be determined by the
Personnd Officer, who shdl give consderation to qudifications and performance apprasas,
conduct, and seniority in service. Eligibility to remain on the recadl list shdl expire one (1) year
from the effective date of the layoff or separation. Whenever arequest is received for
certification from the open-competitive ligt, the Personnd Officer shdl, if arecdl ligt existsfor
that class of pogitions, certify only the names of the persons available on such list. The
Department Head may make his sdection from any of the names certified from the recal lis.

6.7 Promotion Ligt

Competitive promotiona examinations may be limited to a single department or held on a
County-wide basis for common classes which are in more than one department. After each
competitive promotiona examination held in accordance with Rule 9, the Personnd Officer
shdl prepare alist of persons meeting minimum requirements. All fractiond scores shdl be
rounded off to the nearest whole number. Certification of digibles for appointment to vacancies
shdl be in accordance with aformulawhich limits selection by the hiring department from
among the highest ranking available and digible candidates, but which adso permits selective
certification under gppropriate conditions within the Rules.

6.8 TemporaryList

Whenever the services to be rendered by an appointee are for atemporary period not to
exceed one (1) year, the Personne Officer shdl certify only the names of those digibleswho
have indicated their availability for temporary service who meet the necessary qudificetions.

6.9 Duration of Eligible Lists

@ Andligiblelig shal last for one (1) year. This period may be reduced or extended
by the Personndl Officer when it is deemed to bein the best interest of the County. However,
in no case shdl the name of an digible remain on any lis for a period greater than two years.

(b) An digibleligt for those dasses requiring continuous recruitment and examination
ghdl last indefinitdly, unless terminated by the Personnd Officer. The name of an digible shdl
not remain on a continuous recruitment list for aclasslonger than one (1) year from the date of
itsentry on thelis.
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(© When an digible list becomes so depleted that the preparation of usable certificates
for imminent vacancies of the dlassisimpracticd, the digible list will be consdered exhausted.
The digible list which has become exhausted shdl be considered expired upon the
adminigration of a superseding examination and the establishment of an digible list on the basis
of that examingtion.

6.10 Removal of Namesfrom the Eligible Lists
@ The Personnd Officer may remove the name of an digible from alist:
Q) For any of the causes stipulated in Rule 5.4;
2 Upon evidence that the digible cannot be located by telephone, postal
authorities, or if the digible has failed to respond by a specified deadline to aletter of inquiry
regarding availability for appointment;

3 Upon receipt of astatement from the eigible stating that he no longer
desires congderation for a postion in that class;

(4) If an eligible has received probeationary appointment to a position of
another class for which the grade is the same or greater than that of the class for which he has
been certified.

(5) Dedlination of an appointment under such conditions as an digible
previoudy had indicated he would accept.

(6) Congderation for a probationary gppointment from onelist by three
different department heads or three times by one department head and not appointed.

@) Failure to report for duty within the times prescribed by the department
head.

(8 Expiration of the term of digibility on the digible lig.
9 In the case of promotion lists, upon termination of County service.
(b) Whenever an digible's name is removed from alist for reasons cited in 6.10(a) of this
Rule, the Personnd Officer shdl notify the digible of this action. The Personnd Officer shall
assure that al applicants are treated equitably.

(© An digible whose name has been removed from alist for any of the reasons specified
in Rule 6.10(a) may apped to the Personnd Officer for reconsideration.
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RULE 7- TYPES OF APPOINTMENT

7.1 Filling of Vacancies

With the exception of recdl, al vacancies in the classfied service which are not filled by
transfer, promation or demotion shal be filled by probationary, emergency, temporary, seasond
or on-cal agppointment.

7.2 Probationary Appointment

The appointment of an applicant to a pogtion in the classfied service through certification in
accordance with Rule 7 from an open-compstitive list shal congtitute probationary appointment.

7.3 Emergency Appointment

The gppointment of an employee to a position by reason of a governmenta emergency
without regard to the examination requirements of these Rules. An emergency gppointment may
not exceed thirty (30) working daysin duration and is nonrenewable, and shal be reported to the
Personnd Officer prior to payment of the payroll.

7.4 Temporary Appointment

Appointments for temporary employment may be made asis necessary to carry on the
government's business. The Personnd Officer may authorize the temporary gppointment of any
qudified individua to be designated by the Department Head. The length of atemporary
gppointment shal not exceed 12 consecutive months. The acceptance or refusa by an digible of
atemporary gppointment shdl not affect his sanding on any eigibleligt. Inthe event thet a
temporary employee accepts a probationary appointment after an open-competitive process, the
effective date of such probationary gppointment shal congtitute the employee's date of hirein the
classfied service and shdl not be retroactive. An employee under atemporary appointment may
be dismissed by the appointing authority without the right to areview of any kind.

7.5 Seasonal Appointment

Appointment to a position which, dthough temporary in nature, coincides with a particular
Season or seasons of the year and may recur regularly from year to year. Names of those persons
gppointed to a seasona position may be placed on areemployment list to be consdered for the
following season.

7.6 On-call Appointment

Appointment of an employee on an irregular or occasond basis may be made as necessary
through certification in accordance with Rule 6 from an open-competitive ligt. If an on-cdll
employee, after an open-competitive process, subsequently accepts a probationary appointment,
the effective date of such probationary appointment shall condtitute the employee's date of hirein
the classified service and shdl not be retroactive.

7.7 Appointment of Disadvantaged Persons
In order to facilitate employment of disadvantaged persons, the Personnd Officer with the

goprova of the Board may desgnate "aide" or smilar classes for which competition may be
limited to such individuds.
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7.8 Noncompetitive Appointment

The Personnd Officer may designate one or more classes, the duties of which are mainly
unskilled Iabor in character, which positions shdl be filled by noncompetitive appointments. The
Personnd Officer shall establish standards for recruitment and salection for noncompetitive
positions which shall be as smilar to competitive procedure asis practicable.
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RULE 8 - PROBATIONARY PERIOD

8.1 Nature, Duration, and Purpose (Revised 9/01)

All new hires shdl be required to serve an origind probationary or working test period of Six
(6) months from the date of hire. Correctiond Officers shdl be required to serve atwelve (12)
month probationary period. This probationary period is an essentia continuation of the
examination process and shal be utilized for the mogt effective evauation of new employees and
for the termination of any employee whose performance or conduct does not meet acceptable
gandards. As defined herein, probationary employees are not afforded the same rights, benefits
and privileges afforded to status employees. A probationary employee may be separated at any
time during the probationary period for any non-discriminatory reason.

8.2 ConditionsPreiminary to Status (Revised 9/01)

@ If, in the Department Head's opinion, the employee successfully completes his
probationary period, the Department Head shall recommend in writing to the Personne Officer
that the employee be given status. The employegs sdary will advance to the next higher stepin
the pay grade for hisgher class. Theincreasein pay shdl be effective with the pay period
immediately following the date of satisfactory completion of the probationary period. The
employees new digibility date will be one year from the effective date of obtaining Satus. Upon
successful completion of probation, a position description and evauation of the employee must be
submitted to the Personnel Officer.

(b) An employee who is promoted during the employegsinitid probationary period will
serve the remainder of his probationary period in the new classfication. The employegs rate of
pay due to promotion will advance in accordance with Rule 9.1 (d). Consequently, the employee
will not receive a pay increase at the completion of hisinitia probationary period. Upon
successfully completing the promotiond qudifying for status period, the employegs rate of pay will
advance one gtep and the employee's new digibility date will be one year from the date of
quaifying for datus.

(© A probationary employee who is redlocated to a position in anewly created class
with a higher pay grade will serve the remainder of the employee's probationary period in the new
classfication in accordance with Rule 8.2 ().

8.3 Separation During the Probationary Period (Revised 9/01)

Employees may be separated at any time during the probationary period if the Department
Head determines that the services of the employee have been unsatisfactory. The Department
Head shdl notify the employee in writing of the date the separation is effective and the reason(s)
for the separation. A copy of the notice of separation shall be provided to the Personnd Officer
within one (1) working day of such action. Employees who are separated while on probation
have no right to a hearing or apped.
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RULE 9- PROMOTION, TRANSFER AND DEMOTION

9.1 Promotion (Revised 11/01)

@ Vacanciesin the classfied service shdl befilled by promotion whenever practicad and
in the best interest of the service. Promotions shall be based upon merit and shdl be madein
accordance with the procedures established in these Rules.

(b) A promation isthe filling of avacancy by the advancement of a employee from a
position having alower pay grade to a pogition having a higher pay grade. An employee may be
promoted to a position within his department or to a position in another department.  Appropriate
consderation will be given to the quaifications, performance gppraisals, conduct, and seniority of
gpplicants for promotion.

(© Infilling avacancy by promotion, the Personnd Officer shal administer a competitive
examination which shal be open to dl employees of the County who meet the n
requirements and who are serving in an gppropriate class as determined by the Personnel Officer.
A promotiona examination may include employeesin specific dlassesin dl departments or may be
limited to a Single department as determined by the Personnd Officer. The Personnel Officer shdll
prepare an digible ligt as provided in Rule 6.7 and shal supply the Department Head with the
names of al personsin accordance with aformula which limits selection by the hiring department
from among the highest ranking available and digible candidates.

(d) In the event of a promotion, the Department Head will recommend to the Personnel
Officer that the employee's rate of pay be increased at least to that step in the new pay grade next
above hisrate of pay prior to promotion.

(e No employee shdl be given Satusin a promotiona postion until he shdl have
satisfactorily completed a qudifying for status period of sx (6) months duration. During such
quaifying period, the employee may be removed from such position by the Department Head
when, in the judgment of the Department Head, he has not demonstrated his fitness for the
position. If an employee fails to successfully complete the qualifying for status period, he shdl be
returned to a position comparable to that held immediately prior to the promotion.

The employee s digibility date will be the same digibility date as prior to his promotion. The
employee will be placed at the step and pay grade he would have been at had he not been
promoted, including any step increase that would have occurred. However, the employee will not
receive retroactive pay for any step increase that would have occurred during the qudifying for
status period since, during that period, he had dready experienced an increasein pay dueto the
promotion.

® At the successful conclusion of the established qudifying for status period, the
Department Head will certify to the Personnd Officer that the employee's performance has been
satisfactory and the employee's rate of pay shdl advance one step. The employee’ s new digibility
date will be one year from the date of quaifying for Satus.

9.2 Transfer

@ A Department Head may transfer an employee from a position of a classto another
pogition of the same dasswithin his organizationd unit.

(b) Two (2) Department Heads may transfer an employee from a position of aclassto

another pogition in the same class between their respective organizationd units upon mutua
agreement, including the employee's, and with areport to the Personnd Officer.
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(© The trandfer of an employee from a position of a classto a position of another related
class of the same pay grade may be made by a Department Head or Department Heads, if two
units are involved, subject to the prior gpprova of the Personnd Officer and only if the classes
involved are so related that the experience in, and entrance qualification requirements of one class,
are such asto qualify the employee in areasonable manner for the other class. If thetrandfer is
made between Department Heads, the employee must also consent to the transfer.

(d) The rate of pay for atrandferred employee shdl remain the same as before the
trander, and the employee shdl retain the same digibility date.

9.3 Demotion (Revised 11/01)
@ A demotion is moving a status employee to a position having alower pay grade.

(b) A satus employee may be demoted for lack of work in hisclass, or for causeand in
case of the latter, only after the employee has been presented with the reasons for such demotion
inwriting, and has been dlowed at leadt fifteen (15) working days to reply thereto in writing or,
upon request, to appear personally or with counsal and reply to the Department Head. A copy of
the statement of reasons and the reply shdl be filed with the Personnd Officer. An employee with
status may gpped his demotion for cause in accordance with Rule 12.

(© If, for persona or other reasons, an employee requests in writing that he be assigned
to apogtion of alower class, the Department Head may make such a demotion provided an
opening exigts. In such cases, the demotion will be deemed to have been made on avoluntary
bags, from which there shall be no appedl, and a report shal be made in writing to the Personnel
Officer.

Except in the case of areduction-in-force, whenever an employeeis demoted to a
position for which he is qudified, he shdl receive arae in the lower sdlary grade which resultsin
at least aone (1) step decreasein pay if the action is not for cause, or any appropriate rate in the
sdary gradeif the action isfor cause as determined by the Department Head, and approved by
the Personnd Officer. The employee s new digibility date will be one year from the effective date
of demotion.

-23-



RULE 10- EMPLOYEE CONDUCT AND RELATIONS

10.1 Change of Address

Employees are required to notify the Personnd Office promptly of any change of address so
that employees may be contacted a al times by mail.

10.2 Relatives

Without specific gpprova by the Personnel Officer, after conferring with the Department
Head, no person shdl be employed, continued in employment, promoted, or transferred to a
department or agency of the County or to adivison or section thereof when, as aresult, such
person would be supervising or receiving supervison from amember of hisimmediate family. No
Department Head shdl employ any member of hisimmediate family in that Department. For
purposes of this rule, immediate family shal mean the employee's spouse, child, mother, father,
stepmother, stepfather, mother-in-law, father-in-law, brother, sster, grandmother, grandfather or
grandchild. Thisrulewill not be applied retroactive to adoption of these Rules.

10.3 Outside Employment (Revised 9/01)

@ No status employee shdl undertake any employment outside of his County
employment which is, or can be interpreted to be inconsstent with or detrimenta to his County
work.

(b) Except as recommended by the Department Head and approved by the Personnel
Officer, no gatus employee shal:

(1) Privately contract to provide services or otherwise be employed in any public or
private nonprofit agency to which the County contributes funds or contracts for services, if such
service or employment issSmilar in nature to his County employment.

(2) Engagein private practice or provide fee consultation services within the County,
if such privete practice or consultation is Smilar in nature to his County employment.

(© Any employee desiring to engage in outside employment shal submit a*request for
gpprova" with the recommendation of the Department Head to the Personnel Officer using such
form as the Personndl Officer may require. The Personnd Officer shdl gpprove or deny such
request.

(d) Employees of the County may not engage in outside business activities while on duty,
nor may any governmenta property be used at any time for any but government or community
functions which are approved by the Department Head.

104 Attendance

An employee shdl be in attendance at work in accordance with these Rules and genera
departmenta regulations. All departments shdl keep daily attendance records of its employees.

10.5 Infectious Disease
The County will have a policy regarding chronic infectious disease and employees affected

thereby. The policy may include screening, risk assessment, and authorization for vaccination.
The policy is subject to the Rules and any gpplicable federal and/or state law.
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10.6 Employee Management Relations

Employees of the County shdl have theright to organize and join or refrain from joining any
organization for the purpose of representation on matters relating to personnd adminigration in
accordance with applicable State of Nebraskalaws. The Personnd Officer shall meet and confer
with such organizations when requested.

10.7 Employee Performance

The Personnel Officer shall, in cooperation with Department Heads and others, develop,
adopt, and maintain a system of gppraisng the performance of employeesin the classfied service.
This performance evaduation system shdl give consderation to the quaity and quantity of work
done. Such performance evauation may be used in determining the eigibility for sdary
adjusments; in discovering employees who should be transferred, promoted, or laid off; in rating
suitability for promotion; and in developing necessary training activities. These evauations shdl be
made at such times and in such manner as directed by the Personnel Officer.
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RULE 11 - DISCIPLINARY ACTIONS

11.1 General Provisons

Except as otherwise provided in these Rules, the tenure of an employee with status shdll
continue during good behavior and the satisfactory performance of his duties.

11.2 Reprimand, Suspension, Dismissal, I nvestigative L eave, and Demotion (Revised
9/01)

@ The Department Head shdl issue to the employee anatice in writing thet his
performance is unsatisfactory. This may take the form of a periodic performance evauation.

(b) Disciplinary action shal consist of written reprimand, suspension, demotion and/or
dismissa. A Department Head may reprimand, suspend, demote and/or dismiss an employee for
just cause.

(© Reprimand: A Department Head may reprimand an employee for cause. Such
reprimand shal be in writing and addressed and presented to the employee for sgnature. A
signed copy or a notation of an employee's Sgnature refusal shall be delivered to the Personnel
Department for inclusion in the employeg's personnd file. A status employee may submit an
explanation or rebutta which adso shdl become a part of his personnel file. Reprimands may not
be appeded to the Board. However, a status employee may agpped the reprimand directly to the
Personnd Officer. The apped shdl be presented within fifteen (15) working days of receipt of the
reprimand. The response to the gpped shdl be in writing and shal be issued within fifteen (15)
working days of receipt of the gppeal. The written decision on the gpped shdl be fina and
binding upon the parties. A status employee may present awritten rebuttd to the final decison
regarding the apped within fifteen (15) working days of the date of the decison which shal be
attached to and become a part of the file pertaining to the apped. The rebuttal shall be ddivered
to the Personnel Department and a copy transmitted by the Personnel Department to the
Department Head.

(d) Suspenson: A Department Head may suspend an employee without pay for cause
for aperiod or periods not exceeding thirty (30) working daysin any twelve (12) months;
however, no single sugpension shdl be for more than fifteen (15) working days. Prior toa
suspension, the Department Head shdll notify the employee in writing that he is proposing to
sugpend the employee and the reasons for the suspension. The employee shall then be given an
opportunity to present his side of the story at a meeting with the Department Head or designated
supervisor. The employee shal have an opportunity to be represented at the meeting if he desires.
After conddering dl of the information presented, including any mitigating factors, the Department
Head shdl inform the employee of hisdecison. If the Department Head determinesjust cause
exigs for sugpension, the Department Head shdl furnish the employee and the Personnd Officer,
not later than one (1) working day of such action, with awritten statement of the reason for and
duration of the suspension. Any status employee who is suspended may apped for ahearing, in
writing, to the Board within fifteen (15) working days of notice of suspension. Nothing in this
section shdl prevent a Department Head from electing to administer discipline more lenient than
what was originaly proposed.

(e DignisA: A Department Head may dismiss any status employee for cause. Prior to
adismissd, the Department Head shdl notify the employee in writing that he is proposing to
dismiss the employee and the reasons for the dismissal. The employee shdl then be given an
opportunity to present his Sde of the story a a meeting with the Department Head or designated
supervisor. The employee shdl have opportunity to be represented at the meeting if he desires.
After conddering dl of the information presented, including any mitigating factors, the Department
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Head shdl inform the employee of hisdecison. If the Department Head determinesjust cause
exigsfor dismissd, the Department Head shdl furnish the employee and the Personnd Officer,

not later than one (1) working day of such action, with awritten statement of the reasons for
dismissal. Any employee who is dismissed may apped, in writing, to the Board within fifteen (15)
working days of notice of dismissd. Nothing in this section shdl prevent a Department Head from
electing to adminigter discipline more lenient than what was origindly proposed.

® Invedtigetive Leave: Upon being informed that an employee has been accused of
behavior which, if substantiated, would be cause for dismissd, the Department Head shdl have
the option of placing an employee on investigative leave with pay for a period not to exceed thirty
(30) caendar days for the purpose of investigating the accusation. If the Department Head
determines just cause exigts to dismiss the employee, he shal notify the employee of the results of
his investigation and follow the procedure outlined in Rule 11.2(e). |If the Department Head
determines just cause exigts to suspend the employee, he shdl notify the employee of the results of
his investigation and follow the procedure outlined in Rule 11.2(d).

()} Demation: A Department Head may demote an employee for just causein
accordance with Rule 9.3. No demotion shall be made as a disciplinary action unlessthe
employee to be demoted is digible for employment in the lower class and shdl not be madeif a
gatus employeein the lower classwill be laid off by reason of the action. Any status employee
who is demoted for cause may gpped for ahearing, in writing, to the Board within fifteen (15)
working days of notice of such action.

(h) Just causes for dismissa, demotion or suspension include but are not limited to the
fallowing:
D The employee has been convicted of afeony or crime which renders him
unfit to perform the duties of his position.

2 The employee has willfully, wantonly, unreasonably, unnecessaxily, or through
culpable negligence, has engaged in brutdlity or cruelty to aresident of an inditution, to a person in
custody, or to other persons, provided the act committed was not necessarily or lawfully donein
sdf-defense, or to protect the lives of others, or to prevent the escape of a person lawfully in

custodly.
3 The employee has violated any of the provisons of these Rules.

4 The employee has engaged in any action unbecoming an officer or employee
of the County which reflects on the County adversdly.

(5) The employee has violated any department, divison, or ingtitution regulation
or order, or failed to obey any proper direction made and given by a supervisor.

(6) The employee uses intoxicating beverages to excess or unlawfully usesa
controlled substance; or is under the influence of dcohal or is unlawfully under the influence of a
controlled substance while on duty.

@) The employee has been insubordinate to his supervisor.

(8 The employee has been incompetent or inefficient in the performance of the
duties of his pogtion.

9 The employee has been cardess or negligent with the monies or other
property of the County.
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(10)  Theemployee has used or threstened to use, or attempted to use, persond or
politica influence in securing promotion, leave of absence, trandsfer, change of pay rate or
character of work.

(11) Theemployee hasinduced or has attempted to induce an officer or employee
of the County to commit an unlawful act or to act in violation of any department, division, or
ingtitution regulation or order.

(12) Theemployee hastaken for his persona use from any person any fee, gift, or
other vauable thing in the course of hiswork or in connection with it, when such gift or other
vauable thing is given in the hope or expectation of recelving afavor or better trestment than that
accorded other persons.

(13) The employee has engaged in outsde business activities on government time,
or has used County property for such activity.

(14) Theemployee hasfailed to maintain a satisfactory attendance record.

(15) The employee has been absent from duty without leave contrary to these
Rules, or fals to report after leave of absence has expired, or after such leave of absence has
been disapproved or revoked and cancelled by the proper authority.

(16) The employee has made a fase statement, misrepresentation or omission of
materid fact on hisjob application or resume.

(0] The provisons of Nebraska State Laws are applicable in any disciplinary
investigation of employee behavior.
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RULE 12 - COMPLAINT, GRIEVANCE AND APPEAL PROCEDURE

121 Informal Complaints

When an employee feds dissatisfied or annoyed with an aspect of his employment over which
he has no control, and when he desires remedid action he is encouraged to complain outside the
forma dructure of the grievance process. Most complaints can be settled by presenting the
problem informaly to the immediate supervisor. All employees shal be assured freedom from
discrimination, coercion, restraint, or reprisa in presenting complaints. This section shdl not
suspend the time limitations for the filing of an employee grievance or gpped.

12.2 Grievances (Revised 8/00)

@ It shal be the policy of the County to give status employees an opportunity to discuss
thelr grievances with the County in order to find mutudly satisfactory solutions asrapidly as
possible. The grievance procedure set forth herein is designed to preserve harmony and friendly
relations between the County and its employees. Furthermore, the grievance procedure is to
provide ajust and equitable method for the resolution of grievances without discrimination,
coercion, redtraint, or reprisa againgt any employee who may submit or be involved in a
grievance. The grievance procedure shall not be used to change any provisions of the Rules, or
filed for the purpose of getting an established policy, standard, or procedure changed.

(b) A grievanceis hereby defined to be any disagreement concerning the interpretation or
gpplication of the specific and expressed provisons or terms of the Rules rdlating to
compensation, working conditions, or fringe benefits, but disagreements rdating to the substantive
terms or provisions of those Rules shal not be consdered grievances.

(© In reducing a grievance to writing, the following information must be stated with
reasonable clearness. The exact nature of the grievance, the act or acts of commission or
omission, the exact date of the act or acts of commisson or omisson, the identity of the party or
parties who claim to be aggrieved, the identity of the party or parties adleged to have caused the
grievance, the specific provisions of the Rules that are aleged to have been violated, and the
remedy which is sought. For the purpose of this Rule, "working days' shdl be defined as Monday
through Friday, excluding Saturdays, Sundays, and holidays.

(d) Grievances shdl be processed in the following manner:

Step One. The aggrieved employee shdl present his grievance in writing to his
Department Head within fifteen (15) working days from the date on which the employee became
aware of or should reasonably have been aware of the incident giving rise to the grievance. The
Department Head shdl respond in writing to the employee presenting the grievance within fifteen
(15) working days.

Step Two. If satisfactory settlement is not reached under Step One, the employee or
his designated representative shdl resubmit the grievance in writing within fifteen (15) working
days of receipt of the response from the Department Heed to the Personnd Officer or his
designated representative for submission to the Board. The Board shdl hold a hearing with the
employee or his designated representative within thirty (30) working days after receipt of the
grievance in an attempt to settle the grievance. The decison of the Board concerning a grievance
shdl be made within fifteen (15) working days of the find hearing and reduced to writing, including
both findings and decisons, and it shdl be filed with the Personnel Officer with acopy to the
Department Head and the subject employee.
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(e Decisons of the Board concerning a grievance are binding on al Department Heads
and employeesin the classified service.

)] Time limitations as outlined in this Rule may be extended in writing by mutud
agreement between the employee or his designated representative and the Department Head.

123 Appesals (Revised 8/00)

@ Any status employee may apped directly to the Board the following actions: receipt
of three (3) written reprimands, involving the same subject matter, within atwelve (12)
consecutive month period; suspension; demotion for cause; reduction in classification resulting in
loss of pay; lay-off and dismissal.

(b) The employee shdl present his gpped in writing to the Personnd Officer or his
designated representative within fifteen (15) working days from the date on which the employee
became aware of or should have reasonably have been aware of the incident giving riseto the

appedl.

(© The Board shdl hold a hearing with the employee or his designated representative
within thirty (30) working days after receipt of the apped. The decision of the Board shdl be
made within fifteen (15) working days of the find hearing. The decison shdl be reduced to
writing; shal include the Board's findings, and shdl be filed with the Personnd Officer with a copy
to the Department Head and the subject employee.
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RULE 13- CAREER DEVELOPMENT
PROGRAM AND TRAINING

13.1 Programsto Improvethe Government Service

@ The Personnel Officer shall devise plans for and cooperate with Department Heads,
other supervisory officers and employeesin the conduct of employee training programs, to the end
that the quality of service rendered by County employees may be continudly improved. Programs
to be developed include employee genera and specidized training, retraining, safety, and
programs to improve employee morale, work motivation, hedth, counsding, and welfare.

(b) Employee participation in generd training programs during off-duty hours shal be
voluntary. Employees who are directed to attend specidized (job-related) training meetings and
courses held on the employee's own time shall be compensated in accordance with these Rules.
With the gpprova of the Department Head, either generd or specidized training may be held
during offica working hours.

(© The Personne Officer shdl assst agenciesin determining their training needs and
assigt agenciesin conducting periodic evauations to determine the effectiveness of such programs.

d) The Personnd Officer shdl provide agency trainers with materials and manuas and
offer such advisory help as requested by the agency.

(e The Personnd Officer shdl initiate and encourage needed interagency training
programs and shall asss individua County agencies, professiond and employee organi zations,
and State and County educationd inditutions in carrying of interagency training.

13.2 Career Development Program

The Personnel Officer shadl, with the assstance of Department Heads, plan, promote, and
implement a career development program designed to meet the continually changing staffing
requirements of the various departments and agencies, which shal consst of the following
edements identifying key managerid, professond, scientific, technicd, and adminidrative podtions
in which the need for replacements can be reasonably anticipated in the next decade; ng
available manpower to determine whether or not highly competent replacements are available or
persons of considerable potentia are available; determining what is required to develop that
potentid into high competency; and marshalling the resources of management and personnel
management to carry out the steps necessary to develop the competency in potential replacements
S0 that, ultimatdly, there will be a congtant supply available of highly competent manpower
prepared to meet the needs of the County.
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RULE 14 - SEPARATION FROM THE COUNTY SERVICE

14.1 Resignation

An employee who desires to terminate his service with the County shall submit a
written resignation to the Department Head. Resignations shall be submitted at least ten
(10) working days before the final work day. The Personnel Officer may make such
investigation as he deems warranted for the purpose of verifying reasons for each
resignation including the conduct of separation interviews. A copy of an employee's
resignation shall be attached to the payroll action affecting the separation and be filed in the
employee's service record in the Personnel Department. An employee’s resignation shall
become effective at the close of the last working day the employee is physically present at
work.

14.2 Disability or Impairment

An employee may be separated from employment when for reasons of disability he
cannot perform the essential duties of his position, with or without accommodations because
of physical or mental impairment, and pursuant to the Americans with Disabilities Act. The
Personnel Officer or Department Head may at any time require an employee to be examined
by a qualified medical professional for the purpose of determining the employee's ability to
perform the essential duties of his position. Such examination, if required by the Personnel
Officer or Department Head, shall be made at no expense to the employee.

14.3 Retirement (Revised 11/02)

Retirement shall be as provided in the County Retirement Plan. An employee's
retirement date shall be the date specified in writing by the employee. Employees will be
eligible for retirement upon attaining age sixty; or upon attaining age fifty-five and
completing ten years of service.

14.4  Layoff (Revised 12/00)

@) A Department Head may lay off a status employee in the classified service
whenever he deems it necessary by reason of shortage of funds, shortage of work,
abolishment of position, or other material change in duties or organization. The status
employee shall be notified at least fifteen (15) calendar days prior to the effective date and
shall be given written notice of the reasons for the layoff. The status employee may appeal,
in writing, to the Board within ten (10) working days of notice of layoff.

(b) The Personnel Officer shall establish a uniform procedure for layoffs. No status
employee is to be separated by layoff while there are probationary, on-call, temporary, or
emergency employees serving in the department in the same class.

(©) A new date of employment shall be established for employees who are re-
employed in the classified service after a layoff of more than one (1) year.

(d) Layoffs of forty (40) hours duration or less do not require the fifteen (15)
working days notice prior to layoff.

(e) When a layoff becomes necessary and the affected employee exercises retreat

rights in lieu of layoff, the employee shall be paid at a rate which most nearly approximates
the rate of pay immediately prior to the layoff if available in the pay grade. If the rate of pay

-32-



prior to layoff is higher than the maximum rate of the lower pay grade, the employee will be
paid at the maximum rate of the lower pay grade.

) An employee with status who has been laid off may request that his name be
placed on a recall list for the class of position from which laid off, provided he so requests
in writing. Eligibility to remain on the recall list shall expire one (1) year from the effective
date of the layoff or separation.

(9) A recalled employee shall have his service time computed back to his original
date of employment minus the time not employed.

(h) An employee who is laid off, and is later recalled within one (1) year, shall have

available upon his return such unused sick leave accrual as he may have earned up to the
time of his departure.
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RULE 15 - RECORDS AND REPORTS

151 Personnd Forms

The Personnd Officer shdl prescribe personne forms which Department Heads shall useto
maintain properly al employee records and to record and report al personnd actions and status
changes. The Personnd Officer shal inform the Department Heads which personnd actions and
dtatus changes must be reported to him.

15.2 LeaveRecords

The Personnd Department shdl ingtal and maintain aleave record showing for each
employee: (1) annud leave earned, used and unused; (2) sick leave earned, used and unused; and
(3) any other leave with or without pay. Such records shal be the basis for periodic reportsto the
Board and the County Board as they may require.
15.3 Official Roster

The Personnd Officer shadl prepare and maintain arecord of al employees showing each
employee's name, address, title of podtion, rate of pay, change in status, transfer, and other
pertinent data.
15.4 Record of the Personnel Department

@ Except as otherwise provided in these Rules and by law, al employee records of the
Personnd Department shal be considered confidentid.

(b) Employees may ingpect their officid personnd folders during working hours.

(© An employees officid personnd folder may be inspected by other than the employee
only on written authorization of the employee.
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RULE 16 - ADMINISTRATION OF THE CLASSIFICATION
AND COMPENSATION PLANS

16.1 Responsibilities of the Personnel Officer

The Personnel Officer shall be responsible for the maintenance of the classification and
compensation plans, including but not limited to the allocation of new or changed positions,
the determination of proper compensation rates within the provisions of the plans,
maintenance of up-to-date class descriptions, class lists, and allocation records.

16.2 Maintenance of the Pay Plan

The Personnel Officer may review the pay plan whenever he deems it necessary. Such
review shall include a comprehensive survey of pay and fringe benefit practices of other
employers in the appropriate labor markets, and the development of indicated revisions in
the pay and benefit plan and all related provisions of these Rules.

@) The Board shall make such recommendation as appears desirable relative to
wages to the County Board.

(b) Based on prevailing rates of specific common occupations, pay grade changes
shall be recommended for individual classes in order that the County may continue to obtain
and retain competent employees with due regard to relative values, organizational and
occupational relationships among classes.

(©) Based upon any significant change in the predominant benefit practices of other
employers in the appropriate labor market, indicated improvements in fringe benefits and
working conditions shall be recommended for revisions of the pertinent benefit rules.

(d) The approval of the County Board shall be obtained on any action affecting the
pay of employees or other matters included in the compensation plan which are not within
the powers and authority of the Personnel Officer as prescribed by the statute.

16.3 Preparation and Content of Class Descriptions

@) The Personnel Officer shall provide and may amend, as provided in these Rules,
written descriptions for each class in the classification plan. Each class specification shall
include the class title, a description of the duties and responsibilities of the work, and a
statement of the qualifications a person shall possess to enable him to perform the duties of
a position of the class.

(b) Class descriptions are descriptive and not restrictive. They are intended to
indicate the kinds of positions that are allocated to the classes as determined by their duties
and responsibilities and are not to be construed as declaring what the duties or
responsibilities of any position may be, or as limiting or modifying the power of any
Department Head to assign, direct, or control the work of employees under his supervision.
The use of a particular expression or illustration as to duties shall not be held to exclude
others not mentioned that are of similar kind or quality, nor shall any specific omission
necessarily mean that such factor is not included.

(©) In determining the class to which any position should be allocated, the
description of each class shall be considered as a whole. Consideration shall be given to the
general duties, specific tasks, responsibilities, qualification requirements, and relationships
to other classes.
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(d) The statement of qualifications required in the descriptions for any class shall
constitute the basis and source of authority for the test to be included in examinations for the
class and the evaluation of the qualifications of applicants. Qualifications enumerated in a
class description shall relate to the reasonable standards of experience and training required
at the time of original appointment of a new employee and shall not be construed as
representing or measuring qualifications which employees already working in such a class
may actually possess.

16.4 Class Titles

@) Each of the standard titles specified in the classification plan shall also be used
to identify a class of positions and to identify each individual position of the class.

(b) Class titles are generally indicative of the work of the class and of the level of its
difficulty and responsibility. Where Roman numerals are affixed at the end of a title to
indicate level within an occupational sub-series, the higher numbers represent the higher
levels. The Roman numerals affixed to titles in a one sub-series have no relation to those in
titles of another sub-series, and different titles with the same Roman numeral may properly
be at different pay grade levels.

(©) The class title shall be used to designate positions or employees in all budget
estimates, payrolls, personnel records, reports, and other official records, and in internal
correspondence or other communications relative to personnel administrative processes.

(d) For purposes of external relations, or other purposes not relating to Personnel
Administration, any suitable organizational title, or other title in common use, may be used,
provided that such title is not similar to or confused with any standard class title other than
the one by which the position involved is officially designated.

16.5 Interpretation and Use of Class Descriptions

@) The Personnel Officer shall be charged with the responsibility for the proper
continued administration of the classification plan so that it will reflect the duties being
performed by each employee in the classified service and the class to which each position is
allocated.

(b) Whenever a Department Head desires to add a position, a notice of such
proposed action, together with a description of the duties of the new position, shall be
submitted to the Personnel Officer in such manner and on such forms as he shall provide.
The Personnel Officer shall promptly allocate such position and shall notify the Department
Head of the official allocation.

(©) Whenever a Department Head desires to make any permanent and substantial
change in the duties or responsibilities of a position, written notification of the proposed
change shall be submitted to the Personnel Officer for determination of the proper allocation
of the position. After due investigation, the Personnel Officer shall promptly notify the
Department Head of such allocation. The Personnel Officer may, upon his own initiative or
at the request of a Department Head or status employee, study the duties of any position to
determine if its allocation is proper. Following such study, he may reallocate the position to
the appropriate class.

(d) A status employee occupying a position which has been reallocated shall
continue in the position only if he possesses the qualifications of training and experience
requisite for such position. In any case, where an incumbent is ineligible to continue in the
position and is not transferred, promoted, or demoted, the layoff provisions of these Rules
shall apply.
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(e) A status employee occupying a position which has been reallocated may appeal
the Personnel Officer's findings, within ten (10) calendar days of notice of the reallocation,
to the Board, if the review results in a reallocation to a class with a lower maximum pay
rate. Upon a finding by the Board that the reallocation was improper, retroactive pay may
be awarded to the first day of the pay period following the original notice of the Personnel
Officer's decision.

16.6 Wage Adjustment (Created 6/03)

When the Personnel Officer determines that the reallocation of an employee to a higher
pay range, or the change in pay grade of a class has been delayed, or is otherwise not in
accordance with contract or rule provisions, the Personnel Officer may authorize that the
employee be compensated retroactively for up to six months to correct the difference in pay
the employee should have received.

-37-



RULE 17 - APPLICATION
OF THE COMPENSATION PLAN

17.1 Salary Schedules and Rates

The salary of employees occupying graded positions shall be on the basis of the
schedules of salary rates prescribed for the respective classes of positions as established by
the County Board.

17.2 Full-Time Salary Rates (Revised 6/00)

The salary rates for full-time employment are based on forty (40) working hours per
week or eighty (80) hours per work cycle, for the respective class of positions.

17.3 Starting Rate at Original Appointment

@) Original appointment to any position shall be made at the minimum rate of a pay
grade, and advancement from the minimum rate to the maximum rate within a pay grade
shall be based on performance and length of service.

1) Upon recommendation of the Department Head, the Personnel Officer
may approve initial compensation at a rate higher than the minimum rate in the grade for the
class when the needs of the service make such action necessary; provided that any such
exception is based on the outstanding and unusual character of the employee's experience
and ability over and above the qualification requirements specified for the class, or that a
critical shortage of applicants exists. In the latter case, any incumbents subject to the same
labor market conditions and receiving a lower rate shall have their rates increased to the rate
established for entrance of new employees.

(2)  The Personnel Officer, upon recommendation of the Department Head,
may authorize employment in a trainee capacity provided the needs of the service make such
action necessary. Compensation will be established at no greater than fifteen percent below
the minimum rate for the class. The trainee shall be given work experience so as to meet
minimum qualifications for the entry level position within one (1) year.

(3)  When an employee is employed in a class in which he was previously
employed up to two years prior, the Personnel Officer may authorize compensation an up to
the step of the pay grade corresponding to that which the employee had been receiving upon
the termination of his previous service.

17.4 Starting Rate on Return from Military Service

In the event of the return to duty of an employee who left the classified service as a
result of being involuntarily recalled to Federal active duty, the normal procedure shall be to
place him in the step of the pay grade of the previously held position which, in the normal
course of events, he would occupy had he not left the classified service.

17.5 Starting Rate on Return to a Classified Position from an Unclassified Position
(Revised 9/01)

Any employee who is granted a leave of absence in accordance with Rule 19.9 and
leaves a classified position to accept an unclassified position and who subsequently returns
from that leave of absence to the position previously held by him or some other similar
position for which he is fully qualified, shall normally receive the same rate of pay received
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just prior to returning to the classified service without change in eligibility date. If that rate
is below the minimum rate for the class he shall receive the minimum rate of pay for the
class. If that rate is above the maximum rate for the class he shall receive the maximum rate
of pay for the class.

17.6 Rate of Pay as Result of Reallocation (Revised 6/03)

In the event of the reallocation of a position to a class which has a higher pay grade, the
employee's rate of pay shall be increased to that step in the higher pay grade above his rate
of pay prior to reallocation, or to the minimum rate of the higher pay grade, whichever is
greater. If the step in the higher pay grade results in an increase of less than two and one-
half percent (2.5%), the employee's rate of pay shall be increased to the next higher step in
that pay grade, if available. The employee's new eligibility date shall be one year from the
date of the reallocation. In the event of the reallocation of a position to a class which has a
lower pay grade, the employee's rate of pay shall be decreased at least a one step. If the step
in the lower pay grade results in a decrease of less than two and one-half percent (2.5%), the
employee's rate of pay shall be decreased to the next lower step in that pay grade, if
available. Under no circumstances shall the employee's rate of pay exceed the maximum
rate established for the lower pay grade. In the event of the reallocation of a position to
another class with the same pay grade, the employee shall be paid at the same rate in his
new class. The effective date of any reallocation shall be the first day of the pay period
following notification. There shall be no retroactivity, except as provided in Rule 16.6.

17.7 Rate of Pay as Result of Change in Pay Grade of a Class (Revised 12/98)

In those cases where a class is allocated to a higher pay grade, the employee in the class
shall have his rate of pay increased to that step in the higher pay grade above his rate of pay
prior to the change in pay grade of his class, or to the minimum rate of the higher pay grade,
whichever is greater. If the step in the higher pay grade results in an increase of less than
two and one-half percent (2.5%), the employee’s rate of pay shall be increased to the next
higher step in that pay grade, if available. The employee's new eligibility date shall be one
year from the date of the change in pay grade of his class. In those cases where a class is
allocated to a lower pay grade, the employee in the classification shall normally be paid at
the same rate in the lower pay grade; or if no rate in the lower pay grade is the same, he shall
begin receiving the maximum rate of the lower pay grade. Any change shall be effective the
first day of the pay period following the approval of County Board.

17.8 Approval of County Board

Creation of a New Classification or a Change of Pay Grade shall be effective upon
approval by the County Board. An employee who is affected because of the reallocation of
his position to a new class or because of the reallocation of his class to another pay grade
shall have his pay adjusted with the first full pay period following approval by the County
Board.

17.9 Recommendations for Salary Advancement Within a Grade (Revised 2/01)

@) All status employees shall have their performance reviewed annually. The
Department Head shall recommend in writing to the Personnel Officer the advancement in
salary of each employee in his Department who has met the requirements for pay
advancement. Such advancement may be made annually until the employee has reached the
maximum rate of the pay grade for his position.

(b) A Department Head, with concurrence of the Personnel Officer, may request a

salary advancement within a grade or cash award for an employee due to exceptional or
unusual circumstances in connection with their class. The reason for such advancement
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must be explained in detail in writing to the Personnel Officer and must be consistent with
the spirit and purpose of the merit system provisions. All salary advancements requested
pursuant to this section require the approval of the County Board and become effective the
first full pay period following approval by the County Board.

17.10 Compensation of Temporary, Seasonal, On-call and Emergency Employees

Temporary, seasonal, on-call and emergency employees occupying full-time or
part-time positions in the classified service may be employed initially at an hourly rate in the
pay grade for the class which meets the needs of the department. Appointments of such
employees at other than the hourly equivalent of the entrance rate shall be approved by the
Personnel Officer. Temporary, seasonal, on-call and emergency employees shall not be
eligible for employee benefits of the classified service or advancement within the pay grade
of the class in which employed.

17.11 Non-exempt Employees Temporarily Assigned to a Higher Classification

@) A non-exempt status employee may be temporarily assigned, in writing, to work
in a budgeted position in a class with a higher maximum salary than the maximum salary of
his regularly assigned class, when said position is temporarily vacant due to termination,
resignation, leave of absence, or initial creation.

(b) Compensation for being temporarily assigned to a higher class shall be at the
next higher rate of pay in the higher class above the employee's regular rate, or the first step
minimum rate of the higher class he is temporarily filling, whichever is greater.

(©) A non-exempt employee who is temporarily assigned in writing to work in a
higher class must perform all the duties the incumbent employee would have performed in
the higher class job description to receive additional compensation. Exceptions to this Rule
for receipt of out-of-class pay may be made or approved by the Personnel Director.

17.12 Compensation for Supervisory Personnel

All fully qualified supervisors shall be paid at a pay grade higher than the pay grade of
those supervised. This higher pay grade shall also apply to fully qualified persons
temporarily assigned as supervisors, provided that at the conclusion of such temporary
service that person's rate of pay shall revert to his immediate prior grade and step.

17.13 Partial Compensation Received from Other Sources

In any case in which part of the compensation for services of any employee is paid by an
outside agency or from private sources, such payments shall be deducted from the
compensation prescribed for regular full-time services from all sources combined for any
period and shall equal the amount prescribed.

17.14 Employee Recognition Programs and Awards (Revised 2/01)

With the approval of the Personnel Officer and County Board, agencies may implement
Employee Recognition Programs which may include awards such as plaques, certificates of
achievement or other items of value, including monetary awards, within the limits specified
below:

@) Years of Service Recognition Awards: The County may provide an employee
recognition program which honors employees based upon years of service.
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(b) Achievement Recognition Award within Department: A Department Head may
implement an achievement recognition program within his or her own department to honor
an employee's superior or exceptional job performance.

(©) Lancaster County Commissioners' Award of Excellence: The County may
provide an achievement recognition program wherein an employee is selected by his or her
peers. Nominations may be based upon the following criteria: safety, productivity, loss
prevention, customer relations and valor.

(d) The cost of a plaque, certificate of achievement or other item of value (other
than monetary awards) shall not exceed $200. Monetary awards of up to $100 for monthly
awards, $250 for quarterly awards and $500 for annual awards are allowed. All monetary
awards must be approved by the Personnel Officer and County Board.

17.15 Emergency Standby Compensation

A non-exempt status employee who is required to standby his post and be ready for
duty, at the direction and under control of the County shall be paid his regular rate of pay for
the actual time he is assigned to standby.

17.16 Emergency On-call Compensation

A non-exempt employee who is scheduled to be available to return to work, but who is
not under the control of the County, shall be paid two (2) hours pay at his regular rate of pay
for each twenty-four (24) hour day. In addition, the employee shall receive pay at time and
one half (1 1/2) for any actual time worked.

17.17 Total Remuneration

The salary rate determined for a position or positions in the case where an employee
serves part-time in more than one position under these Rules shall represent the total
remuneration for the employee, not including reimbursement for official travel or expenses.
Except as otherwise provided in these Rules, no employee shall receive pay from the County
in addition to the salary authorized under the schedules provided in the compensation plan
for services rendered by him, either in the discharge of his ordinary duties or any additional
duties which may be imposed upon him or which he may undertake or volunteer to perform
except as required by law. No reward, gift, or other form of remuneration in addition to
regular compensation shall be received from any source by employees for performance of
their duties except as provided in Rule 17.14.

17.18 Longevity

Status employees not covered by a labor agreement shall annually receive longevity pay
based upon the total length of continuous service with the County. Such pay shall be
effective beginning with the first full pay period following completion of the specified years
of service. Payment shall be made on a prorated basis on each regular pay day. Part-time
status employees shall receive longevity pay based upon the total hours worked in each pay
cycle.

Completed
Years of Service Annual Pay Hourly Pay
S Years
(Beginning 6th Year) $ 245.44 $.118
10 Years
(Beginning 11th Year) $ 386.88 $.186
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15 Years

(Beginning 16th Year) $ 640.64 $.308
20 Years
(Beginning 21st Year) $ 900.64 $.433
25 Years
(Beginning 26th Year) $1,000.48 $.481

There shall be no retroactivity or cumulative building on top of the previous longevity rate.
17.19 Shift Differential (Revised 8/00)

Except for Lancaster Manor employees, status and probationary employees not covered
by a labor agreement and who are regularly assigned to second and third shifts shall be paid
an additional twenty-three (23) cents per hour. Status and probationary employees not
covered by a labor agreement and who are regularly assigned to second and third shifts and
who work at Lancaster Manor shall be paid an additional forty-five (45) cents per hour. The
differential pay per hour shall be included as an addition to their current hourly rate. For
purposes of shift differential pay, the following conditions shall apply:

@ To be entitled to shift differential pay, an employee must work a majority of his
regularly scheduled hours between 5:00 p.m. and 9:00 a.m. This shall not apply to
temporary assignments for shift hours between 5:00 p.m. and 9:00 a.m.

(b) For purposes of computing any shift differential pay, "current hourly rate" shall
mean the hourly rate of pay which is applicable to the employee's regularly assigned class.

(©) An employee whose regularly scheduled shift entitles him to shift differential
pay shall receive the shift differential pay as a part of his current hourly rate for leaves of
absence including vacation, sick leave, holiday pay and funeral leave.

(d) For purpose of computing overtime pay, an employee shall receive his current
hourly rate in addition to the twenty-three (23) cents or forty-five (45) cents per hour shift
differential.

17.20 Weekend Differential Pay (Revised 9/98)

Employees of Lancaster Manor who are scheduled to work between the weekend times
of 00:01 a.m. on Saturday through 23:59 p.m. on Sunday, will receive an additional seventy-
five (75) cents per hour. This payment will be in addition to any other payment and will be
included as part of the employee's current hourly rate.

17.21 Overtime Administration

A Department Head may prescribe reasonable periods of overtime work to meet
operating needs. Such overtime shall be reported and justified as required by the Personnel
Officer. Complete records of overtime of employees shall be maintained in each
department. The Personnel Officer shall establish and approve an overtime policy for all
county employees.

17.22 Callback
A full-time non-exempt employee who has left his normal place of work and who is
called to duty during his off-duty time, and such time does not merge with his tour of duty

shall be paid a minimum of two (2) hours at the rate of time and one-half (1 1/2) or one and
one-half (1 1/2) times the actual number of hours worked, whichever is greater.
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17.23 Post Employment Health Plan (PEHP) (Created 9/98; Revised 8/99)

The County may establish a Post Employment Health Plan on behalf of employees and
make bi-monthly contributions to a trust account. The purpose of the contribution is to
assist in the payment of future medical expenses and premiums in accordance with the
Internal Revenue Code 501C(9).

Upon qualified separation, a percentage of the eligible employee's accumulated sick
leave balance as defined in Rule 19.3 will be contributed to the Plan.
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RULE 18- HOLIDAYS

18.1 Compensation for Absence on Holidays (Revised 9/01)

@ All full-time and part-time status and probationary employees with the exception of
those identified in paragraph () below shdl recaive pay for one-fifth (1/5) of their regularly
scheduled work week not to exceed eight (8) hours for the following lega holidays or any other
day proclaimed by the County Board as a holiday:

New Year's Day Labor Day

Martin Luther King Jr.'s Day Veteran's Day
President's Day Thanksgiving Day
Memoria Day Day After Thanksgiving
Fourth of July Christmas Day

(b) In addition to the established holidays listed above, dl employees, with the exception
of those identified in paragraph (c) below, will receive three (3) noncumulative persond holidays
on ember 1 of each year. Full-time employees will be required to use each persona holid
in eight (8) hour increments. Part-time employees will receive persond holiday hours at one-fift
(1/5) of their regularly scheduled work week not to exceed eight (8) hours. Persond holidays
may be taken anytime between September 1 and August 31 of the following year (or be forfeited),
provided the days selected by the empl ogeee have the prior approval of the Department Head.
However, probationary employees shall be digible to take only one (1) persond holiday no more
often than every two (2) months, with a maximum of three (3) persona holidays that may be taken
between September 1 and August 31 of the following year.

(© Part-time status and probationary shift employees of facilities open seven (7) daysa
week or twenty-four (24) hours a day shall earn lega and persond holidays on a prorated
schedule at the rate of 0.05 per hour worked which shal be added to the holiday bank each pay
period. Accumulated holiday hours must be taken between September 1 and August 31 of the
following year (or be forfeited), provided the time selected by the employee has the prior approval
of the Department Head.

18.2 Compensation for Holiday Falling on a Regularly Scheduled Day Off

@ Except for employees with an established holiday bank, or for employees regularly
scheduled to work on a shift basis, when aholiday listed in Rule 18.1 fals on a Saturday, the
preceding Friday shal be observed asthe legd holiday; and when the legd holiday falson
Sunday, the following Monday shdl be observed asthe legd holiday.

(b) For employees regularly scheduled to work on a shift basis, the holiday will be
observed asfollows. January 1, July 4, November 11 and December 25. All other holidays shall
be the same as those observed by other County employees.

183 Compensation for Work Performed on Holidays

é Full-time and part-time probationary, status and trainee (as defined in Rule
17.3(a)(2)) shift employees of facilities open seven (7) days aweek or twenty-four (24) hours a
day, qudifying for holiday pay and who are scheduled to work and who actualy work on one of
the holidays listed in Rule 18.1, shdl receive pay at time and one-haf for hours worked on a
holiday in addition to regular holiday pay.

(b) On-cdl, temporary, seasond and emergency employees of facilities open seven (7)
days aweek, or twenty-four (24) hours a day, who are scheduled to work on a day designated as
an authorized holiday, shal receive no holiday pay but shdl receive pay for hours worked & time
and one-hdf.



(© Non-shift probationary and status employees, 3udifyi ng for holiday pay, who are
scheduled to work and actudly do work on one of the holidays listed in Rule 18.1 shall receive
pay a time and one-hdf for hours worked on the holiday.

18.4 Qualification for Holiday Pay

@ In order to qualify for holiday pay, an employee must be in apay atusfor his norma
or regularly scheduled hours on his regular work day immediately before aa?/ after the holiday.

(b) Any holiday enumerated in Rule 18.1, if faling within a vacation period, shdl be pad
as holiday and not counted as vacation.

(© Temporary, seasond, on-cal, and emergency non-shift employees, whether full-time

or part-time, who are not scheduled to work on a day designated as an authorized holiday shall
receive no holiday pay.
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RULE 19 - LEAVES OF ABSENCE

19.1 Request and Approval

All leaves of absence must be requested in writing to, and approved by, the Department
Head in advance of leave being taken. Exceptions may be made in an emergency.

19.2 Vacation Leave

@) Probationary and status employees shall earn vacation leave with pay according
to the following schedule:

1) Less than five (5) years of service — at the factored hourly equivalent of
eighty (80) hours per year.

(2)  After five (5) years of service — at the factored hourly equivalent of one
hundred twenty (120) hours per year.

(3)  After ten (10) years of service — at the factored hourly equivalent of one
hundred fifty-two (152) hours per year.

(4)  After fifteen (15) years of service — at the factored hourly equivalent of
one hundred sixty-eight (168) hours per year.

(5)  After twenty (20) years of service — at the factored hourly equivalent of
one hundred eighty-four (184) hours per year.

(b) Employees shall earn but not be granted vacation leave during the first six (6)
months of employment.

(©) Part-time employees shall earn vacation leave based on total hours worked in
each pay period.

(d) Vacation leave shall be requested and approved in advance of its use, except in
circumstances beyond the employee's control. Each Department Head shall schedule
vacation leaves to accord with operating requirements and, insofar as possible, to coincide
with the request of the employee.

(e) Accumulation of vacation leave credit shall be on a continuous basis not to
exceed two hundred forty (240) hours. Unused vacation leave accumulation shall be paid
upon separation. Employment may not be extended by using vacation at the time of
separation.

) Vacation leave shall not accrue during any leave of absence without pay.
19.3 Sick Leave (Revised 9/03)

@ Sick leave is only to be used for sickness, family illness, personal and family
medical appointments, injury, disability or funeral leave as outlined in these Rules and for
no other purpose. An employee who uses sick leave for any other purpose may be subject to
discipline. Each status employee shall earn Sick Leave hours at the factored hourly rate
specified to equate to thirteen (13) days per year or one hundred four (104) hours per year
for a full-time employee. Sick Leave shall not accrue during any period of absence without
pay. Sick Leave shall be earned, but not granted, during the first six (6) months of
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employment. No refund of vacation shall be allowed due to illness incurred while on
vacation.

Sick Leave for part-time employees will be earned based on the number of hours
worked each pay period.

(b) The Department Head may require a doctor's certificate be obtained on an
annual basis for the continued medical condition.

(©) An employee may use up to forty (40) hours per calendar year for illness in the
immediate family or family medical appointments. Under no circumstances can an
employee use more than a total of forty (40) hours for family medical appointments or
illness in the immediate family.

(d) Immediate family for the purpose of sick leave usage is defined to be spouse,
child, parent, step-parent, sister, brother, and employee’s grandparents. Immediate family
will also include any other family member, whether it be by blood or legal marriage, or legal
adoption or foster children, residing in the same household.

(e) Accumulation of sick leave credit shall not exceed one thousand nine hundred
seventy-six (1,976) hours at any one time. Disability retirement shall not be effective until
accumulated sick leave has been used. Upon retirement or death the employee shall receive
fifty-five percent (55%) of accumulated sick leave (distributed as one-third cash and two-
thirds PEHP). The payment will be at the regular hourly rate of the employee at the time of
retirement or death.

) An employee who is absent because of sickness shall inform his immediate
supervisor of the fact and the reason therefore as soon as possible; failure to do so within a
reasonable time may be cause for denial of pay for the period of absence. The Department
Head may require a doctor's certificate or other evidence of illness before approving sick
leave with pay; such certificates shall be transmitted to the Personnel Officer with the report
of sick leave for entry in the employee's records. Sick leave may be denied when the
County has facts showing that an employee is abusing sick leave.

(9) An employee, at his discretion, may supplement his worker's compensation
payment to bring the total sum of worker's compensation payment and sick leave to a figure
equivalent to a full pay check.

(h) An employee who voluntarily separates, other than retirement, from employment
with the County after fifteen (15) consecutive years of service with the county shall be paid
fifty percent (50%) of their accumulated sick leave balance that is in excess of one thousand
hours. This pay out shall be distributed as one-third (@) cash and two-thirds (o) PEHP.
Payment shall be made based on the employee's current hourly rate of pay.

(i) Once an employee has exhausted all sick leave, the department head may
automatically deduct as necessary from any available paid leaves.
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19.4 Injury Leave

Any probationary or status employee who is injured in the performance of his duties
shall receive the difference between his regular pay and the worker's compensation payment
for a period not to exceed ten (10) calendar days from date of injury. Failure to immediately
report an incident which may have resulted in injury may cause forfeiture of the additional
benefit. Such injury leave shall not be deducted from vacation or sick leave credits.

19.5 Leave for Jury Duty

An employee called to serve jury duty shall receive his regular pay to a maximum of ten
(10) working days during one jury term, in addition to the compensation received from the
court. For jury service exceeding ten (10) working days during one (1) jury term, employees
receive the difference between their regular pay and the compensation received for such jury
service.

19.6 Military Leave (Revised 9/01)

All employees who shall be members of the National Guard, Army Reserve, Naval
Reserve, Marine Corps Reserve, Air Force Reserve, and Coast Guard Reserve shall be
entitled to leave of absence from their respective duties, without loss of pay, on all days
during which they are employed with or without pay under the orders of authorization of
competent authority in the active service of the State of Nebraska or of the United States for
not to exceed fifteen (15) working days in any one (1) calendar year, for annual training or
other active duty assignments. Such leave of absence shall be in addition to the regular
vacation and holiday leave of the persons named herein. When the governor of the State of
Nebraska shall declare that a state emergency exists and any of the persons named in this
section are ordered to active service of the State of Nebraska, an additional leave of absence
will be granted until such member is released from active service by competent authority.
During the additional leave of absence because of the call of the governor, any official or
employee subject to the provisions of this section shall receive such portion of his salary or
compensation as will equal loss he may suffer while in active service of the State.
Governmental officers serving a term of office shall receive their compensation as provided
by law.

19.7 Special Leave (Revised 4/02)

@) Leave of absence without pay may be granted status employees by a Department
Head. The Personnel Officer must approve any leaves in excess of thirty (30) calendar days.
All requests for leave of absence must be made in writing.

(b) A Department Head, with approval of the Personnel Officer, may grant a status
employee leave of absence without pay for a period not to exceed one (1) year for travel or
study which will render the employee of greater value to the County upon his return to duty.
Such leave shall be granted only when it will not result in undue prejudice to the interests of
the County as an employer beyond any benefits to be realized. No leave without pay shall
be granted primarily in the interests of the employee except in the case of one who has
shown by his record of service or by other evidence to be of more than average value to the
County, and whose service it is desirable to retain even at such sacrifice. Failure on the part
of an employee on leave to report promptly at its expiration, without good cause, shall be
considered as a resignation.

(©) Leave with pay for public health or safety duties of an emergency nature may be

authorized by the Department Head upon approval of the Personnel Officer. Such leave will
not be deducted from vacation or sick leave.
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(d) In the event of an emergency as declared by the County Board (such as
inclement weather) where an employee is unable to report for work, the employee may
request and be granted accrued vacation leave, unused holiday time or authorized leave
without pay, with the approval of the Department Head. Provisions may be made whereby
attendance of essential or necessary employees is required.

19.8 Pregnancy and Parental Leave (Revised 8/00)

@) A pregnant employee shall request in writing and with a physician's certification
that leave be granted at any time during the period of pregnancy and the period immediately
following the birth. This leave may be with pay if the employee has sufficient accrued sick
leave and/or vacation leave to be allocated as per the employee's directions. Otherwise, the
leave will be without pay. It is the responsibility of the employee to obtain a doctor's
statement within four (4) weeks following the birth which certifies the date the employee is
physically able to return to work.

(b) Parental Leave for bonding after the birth or adoption of a child may be granted
pursuant to the provisions of the Family and Medical Leave Act of 1993.

19.9 Leave of Absence Without Pay to Accept Appointment in the Unclassified
Service

A status employee shall be granted leave without pay from his position to accept
appointment to a position in the unclassified service. The employee shall return to a
comparable position to that which was formerly held in the classified service at any time
and will have his rate of pay established in accordance with Rule 17.5.

19.10 Absence Without Leave

Any unauthorized absence of an employee from duty shall be deemed to be an absence
without pay and may be made grounds for disciplinary action by the Department Head. Any
employee who absents himself for three (3) or more days without authorized leave shall be
deemed to have resigned. Such absence may be excused, however, by the Department Head
by a subsequent grant of leave with or without pay where extenuating circumstances are
found to have existed.

19.11 Funeral Leave (Revised 9/01)

Funeral leave may be taken upon approval of the Department Head and according to the
following:

@) In the case of death of the employee's spouse, child, mother, father, stepmother,
stepfather, stepchild, mother-in-law, father-in-law, brother, sister, grandfather, grandmother,
grandchild, or in the case of death of any other relative residing in the immediate household
of the employee. Grandfather, grandmother and grandchild include "great" grandfathers,
grandmothers and grandchildren. A full-time employee shall be granted funeral leave with
pay at the rate of up to twenty-four (24) hours to attend the funeral without deduction from
his pay or accumulated sick leave. A part-time employee shall be allowed two-fifths (2/5)
of the hours in his normally scheduled work week if scheduled to work the hours requested.

(b) In the case of death of the employee's sister-in-law, brother-in-law,
daughter-in-law, son-in-law, aunt, uncle, nephew, niece, or grandparents of the employee's
spouse, full-time employees shall be allowed sixteen (16) hours funeral leave with regular
pay to attend the funeral without deduction from his pay or accumulated sick leave. Aunt
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and uncle include "great” aunts and uncles. The part-time employee shall be allowed one-
fifth (1/5) of the hours in his normally scheduled work week if scheduled to work the hours
requested.

(©) A full-time employee shall be allowed to use up to twenty-four hours (24) hours
of his accumulated sick leave in the case of death of any of the above designated persons. A
part-time employee may be allowed to use accumulated sick leave up to four-fifths (4/5) of
the hours in his normally scheduled work week if scheduled to work the hours requested.

(d) Up to four (4) hours funeral leave shall be granted if a full-time employee
attends the funeral of a co-worker or retiree from the department in which the requesting
employee is employed. A part-time employee shall be granted one-tenth (1/10) of the hours
in his normally scheduled work week if scheduled to work the hours requested.

19.12 Requirements as to Continuous Service (Revised 11/02)

Length of service requirements for increased vacation leave and for other purposes, as
specified in these Rules, shall be based on the employee’s continuous service with the
County. Continuous service with the County means employment without a break or
interruption; provided that any absence or authorized leave without pay or by reason of
layoff for thirty (30) consecutive calendar days or less shall not affect the continuity of
service. Leaves without pay and layoffs for a period in excess of thirty (30) consecutive
calendar days shall be deducted in computing the total length of service with the County and
the employee's eligibility date will be adjusted accordingly.

19.13 Civil Leave (Created 12/97)

Civil leave is a leave of absence from duty, without loss of pay or charge to annual
leave, to perform election duty for the Lancaster County Election Commissioner Office. In
addition to the leave granted, an employee appointed for election duty shall receive an
hourly wage in the amount specified by the Nebraska Legislature.



RULE 20 - SAVINGS CLAUSE
If any section in these Rules or any part of a section shdl be declared invaid or

unconditutiona, such declaration of invaidity shal not affect the validity of the remaining portions
thereof.
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